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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Vacant
	SUPERVISOR'S CLASS: Accounting Administrator II
	personnel analyst: JCM
	personnel date: 01/21/2010
	PERCENT OF TIME: 
















40%
	activity: POSITION SUMMARY
Under general direction of the Accounting Administrator II, the incumbent is responsible for managing and directing the workload of two subordinate professional level accountants with a staff of 13 professional level accountants engaged in the payment of the Department's liability to vendors. The Accounts Payable and Contracts Payable Sections process a high volume of vendor payments on behalf of the Department. This position directs the payment, reconciliation, research, review, and analysis developed by staff or requested by Management. 

ESSENTIAL FUNCTIONS
As Chief of this section, this position requires that the incumbent analyze and verify the accuracy and integrity of financial transactions in the Department's fully integrated SAP system for the Contracts/Accounts Payable Section. The incumbent  is responsible for implementing and developing procedures on new laws or legislation that effect the payment process and work with the SAP Production Support Office to ensure these processes are implemented into SAP in a timely manner.  This position requires that the incumbent work cooperatively with others and maintain consistent and regular attendance.

Administration: Directs and manages the Contracts/Accounts Payable Section.  Plans, directs and evaluates the overall workload and progress of the Section to ensure the timely payment of all vendor payments, to review payment records, manage the reconciliation of vendor payables general ledger balances, ensure the preparation of necessary financial information in accordance with State statues and administrative regulations, and ensures the vendor payables general ledger accounts reflect an accurate balance necessary for the preparation of GAAP financial statements.  Provides leadership, coaching, mentoring and day-to-day direction for individuals within the Contracts/Accounts Payable Section.  Supervises and maintains open communications with all supervisory staff and follows-up on general and specific issues concerning the entire staff.  
	classification: Accounting Administrator I (Supervisor)
	appointee: Vacant
	dwr position number: 0256-4549-501
	sap personnel no: 
	sap position number: 50000272
	division: Fiscal Services/Contracts/Accounts Payable
	mcr: 1
	percent2: 





20%









20%









10%












10%
	activity2: Ensures that the contracts/accounts payable functions are being performed as stated in the Department’s policy and procedures and accounting controls are being maintained.  Responsible for ensuring contracts/accounts payable accounting and controls follow best business practice and staff diligently adhere to these standards.  Ensures deadlines are met to appropriately close month and year-end. Coordinates activities involved in fiscal year-end processing and reporting.  

Customer Service:  Provides excellent customer service & teamwork skills.  Focuses skill development on quality, change, results oriented behavior.  Maintains a work environment that stimulates initiative and eager ability to analyze, coach/mentor, inspire and motivate.  Promotes service to the Department and positive interaction among all staff.  Creates a work environment where customer service comes first and the control/audit function is invisible to the Department.  This requires issues to be escalated to the Payables Office Chief prior to them becoming an issue for the Division.  Implements business processes that standardize staff’s response to various customer service situations and/or issues.  Ensures that supervisors have the training necessary to recognize situations that can erupt into controversy or viewed as adversarial.

Staff Development:  Provides a solid understanding of the full-cycle contracts/accounts payable function.  Facilitates the Contracts/Accounts Payable staff efforts to develop excellent verbal and written communication skills, accounting knowledge, organization and analytical skills.  Ensures that staff has a general understanding of Generally Accepted Accounting Principles (GAAP) and is proficient with the use of a PC and related software packages, including SAP, MS Outlook, Power Point, Word, Excel, and Internet.  Envisions the Payables Office and employees future needs by developing and implementing comprehensive systems which will provide complete automation of  Contracts/Accounts payable's processes and procedures.  Ensures that the written Contracts/Accounts Payable Section procedures are up-to-date and available to all staff.    

Liaison:  As the primary liaison between the Contracts/Accounts Payable Section, Control Agencies, and Departmental program staff, the incumbent resolves accounting and payment issues, and prepares all related correspondence.  Provides Management with Contracts/Accounts Payable expertise and interpretation of  accounting policies, procedures, and state administrative codes.  Communicates with other state agencies and legal entities to resolve policy and law
requirements of the Department.  Acts as the liaison between the Contracts/Accounts Payable Office, and external/internal customers. Continually strives to implement process improvements within the Contracts/Accounts Payable Section that will insure excellent customer service.  Assists auditors with the interpretation of general contracts/accounts payable procedures, clarifies contracts/accounts payable accounting processes and provides details that support the financial statements.  All other duties related to the Contracts/Accounts Payables Office as assigned by the Payables Office Chief.

Accounting Duties:  Ensures that the State Controller's Office Expedite Contract and the State Treasurer's Office Wire Contract are in place and the processing of quarterly billings are completed timely.  Reviews all Board of Control payments to ensure policies are met.
	percent 3: 
	activity3: Prepares the State Reportable Payments Report (1099 File) for submission to Franchise Tax Board.  Prepares the annual Sales and Use Tax report to the Board of Equalization and the Interest Penalties Report to Department of General Services.    

KNOWLEDGE, SKILLS & ABILITIES
The position requires intermediate to advanced MS Excel skills.  This position requires knowledge of and understanding of the Generally Accepted Accounting Principles (GAAP) and procedures; GASB pronouncements; governmental accounting and budgeting; principles of electronic data processing as well as procedures of the State of California, policies, rules, and regulations of the State Controller, Department of General Services, State Treasurers Office, State Controllers Office, Department of Finance, and any other central control agencies as they relate to State agency financial activities.  The incumbent must have the ability to apply GAAP accounting principles and practices in compliance with GASB pronouncements.

The Chief must work cooperatively and effectively communicate with Management, Department staff, Vendors and outside agencies, such as the Department of General Services, Franchise Tax Board and the State Controllers Office.  The incumbent is responsible for revising and developing effective control procedures to ensure accurate and timely payments to vendors. 

SPECIAL REQUIREMENTS
The incumbent in this position is required to apply sound management principles, have the ability to recognize problems and develop solutions, and promote a productive work environment.  The incumbent must be able to effectively communicate organizational policies and other information to subordinates, Management, and vendors as it relates to the Payables Office.  Must be able to effectively establish job task priorities for the Contracts/Accounts Payables Section.  The incumbent will research and provide recommendations, and help implement solutions on a variety of complex accounting requirements, policies, procedures, and issues.  

Accounting Control Activities: A primary function of this Section is to ensure the financial integrity of the contracts/accounts payable liabilities reported on the financial statements of the Department’s funds, for both internal and external reporting requirements. To ensure data integrity, the incumbent will ensure that best business practices and standard accounting controls are used in the operations of the Contracts/Accounts Payable Section.  This includes the accurate and timely month-end close of all end-to-end contracts/accounts payable activities

Management Principles: The position requires the incumbent to follow the management principles as documented in the Department’s Strategic Plan to provide effective and efficient management of the Contracts/Accounts Payable Section.

Financial Reporting Activities: A primary function of this Section is to ensure the integrity and timeliness in the contracts/accounts payable SAP data to facilitate the preparation of the combined financial statements of the SWRDS and the SCO legal statements.

	supervisor name: 
	employee name: 


